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a companion t{> t)ie By-Laws and Policie.s of the 
Board of dovernorrt, the Fac ulty .1 'andbook provides 
present and p ros pe^^'t ive nienibors of the facnUy an intro- 
ductory under stand niii of the purposes of the university 
and an idea c>f the 'general rules under \vhic)i the uni- 
versity operates. New faculty members, especially, 
will find tiiat the handijook contains answers to many 
common questions ahtuit university policies and procedures. 
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MISSION A\I) S(:C)T>K OF I H FC TNIVFCRSII V 



Tlu» primary rolf of Kastorn Illinois UnivtM-sily lo t)ft\T lo ciuarifii^d 
.stiidtMits a str{mii, ^-onipri'luTisivi^ uncU* ru raduat t» proi^ranj in ihc liberal arts and 
sfiontt's and in p rcjtVs sional aroa^l, Con .pU»nuMU in^ and building upon llu» under- 
^«»raduaii^ <.'iir r ic-ahini, thi* i;raduaU; school provides proj:rams of cxci'lh^nce at 
tho niaslt»r's lt»vt»l m st*UH:tfd fields and at thi» sporialisi ■ s h«vi«l in ^duration. 
As a retiional t.t»nti»rf F*astt»rn Illinois rnivc r.^ ity devotfs its rt'sources, services, 
and t ultu ral oppo rtiinilifs to a hiruf ari'.i. Iluisi« cjnt riijutions art* directed 
toward enrourauma cili/.i>ns tcj make wist* riuj;ci's .md decisions whudi will im- 
provi» thf m'Ufral v.flfarf and bftt t* rnuMU of tbf lifog rapiucal area. 

Sine o Kas.tfrn Illiiioi> Pniversity is a relativflv sm.ill senior stale-sup- 
• ported universitv, it emplias i/.i's quality as .i clue f ope rat i ntl principh'. I he 
tradition and phil()^,clphy wf infinite ru hes m a little, room" demands academic 
e\celleni. (' an the pari of f.ic ully and students- - faculty ;->e.lected for their c(jmpe- 
ten( I* in teaeiiini^ and dedication to ss. holarsjiip, students selected for their 
intellectual proniise and desire to benefit by a universitv education. Furthor» 
su(.h xi philosopl'.v i> foslered in an .it n kjs phe re of mutual resj^eiit that isgener- 
atefl I)v a cohesive resuiential tdii^pu-- wIju h firomotes close teaclie r- lea r ne r 
r c lat iciu s iu p!^ and which i iialUuiiies <ind entffirai^es tin* m.isimum in individual 
s e If - de veltjpij ent , <u h iev' lui i itU , .md fulfillment. 

It.e I h lefmt e ri'st of lhi> universitv i in.^ I ruct mn. . Its prin.<iry aim is 1(j 
.develop tlie minds of sludent>--lo iielu students learn how to tliink and reason 
Uj r t lu'ij . s e 1 ve s , i- , tuut)urau:e >ludenl^ tov\,ird ^ e I f - d i s cove ry . and to c halleni»e 
. Uic development (if the i^r rrl vidu.tl talents, I he ulliuiati* 'purj^ose of this uni- 
versity 1^ to produi^e bi'Mudlv ediw .tied res potis iiile iti/ens who <ive prepared, 
tiiroituli <t- Stic i«it ;ons and knuwledi^e L,ained !)oih m .tnd out t^f the c la s s roorii , to 
ser'*e rtnl to le.id ui .i free sov lely. 

t leiru e\*.elleni i* .tnd p r^ 't e ^ > k uim I v»)mpeU*neii deinand that the faculty 
be » f.»^ti'M'. •Tv^.iLied 11 tiu- : ree pursuit uf knowlerJue throuiiii examination 

of tlie p<t-t, re- p< ju- 1 veiiM s ti) the present, .md openness to tin* future. Re- 
^ear^ii .ml tlie h-t^ivrrv ^t n«"A ktK'wlerim*, ori the part of b(jth fatuity and 
students, f>r^. -ilered ,it<tl I'* the un i\ e r > it v ' s, ^ all u r a I and intellectual 

de vel' i!m eiU , 
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proff:ssional duuks of ixs i RucrrioxAL staff 



1." At sonielimi' during the first thrtn* lTcIss nuu?tin>:s of any class, llu* 
instriu'ttjr should acicjinplish Ihv following: 

I 

a. Explain lu students the objectives i)f I lie Lourse and lujw the 
particular coarse fits into the total curriculuni and learning 
process at l)ie universily. 

b. I ell students how they will bt - v - uated a.nd how the final 
course tirade will bt» dele rn'une:!- -weight of lerni paper, 
final e vaiii i nal i on, etc. 

Amplify the aitendani e policy to explain that wliile urades 
are not awar/ied cju the bases of attendani e and absence, 
abs enc e -Li'-^^i v lass tan have academic c{)nsec|uences. Fs- 
- 'plain that the student wluj absents himself without cumjK'l- 
Imii ri*asori is lield respcjiisible for the instruction whuh he 
misses and has no grtjiuids on whi^h to request extra- class 
ms I nul ion. When a ^-ompellinu reason sukh as illne>s or 
official university business causes absence, the student should 
request and receive from the mstnutor help in iiiakmii up 
what he has ruissed. 

d- Notify students of tlie loi-ation of his office and-ihe regular 
hours durmi: wliiiii lie will be availaiile for ctJtiference in 
hiS offu e. Fsplairi how students may make appciinlmeiil^ , 
The iristnulor should rehervi* a reasonahb- number ol 
(>ffu i» hours durintz which students lu.iv M'ek hi^ ad\ u e and 
vouiisiT. He should pf>st a s^^hedule of lhe>r hours tor i-ach 
semester ou liis offu e door, 

e. If spei lal lutorniii -.ervu es are rivailai)le m tiie deparln.ent, 
i»\[)lani to -ludelUs haw \n take advaiita-^e cjf lhi> opportunitv. 

In mailers of Liradir.L: tlie instructor has lhe-i« dutie--: 

a. (:orre<l and return student te-ts arid oaper> pr<unpllv. 

b. }>lan evaluatmn^ -o t ti.jil i)y imd — emester hr b.a> sufficient 
i»vidiMU e upon wlucii to base a ura le determination. Al n irl- 
.-enav-U-r. .^iioull I hi; -tuh>iil > work \u- i idLi.'d 0 or V 

qual i! V . * t hi* ui-trutor '-IutuM piM'^-onally warn lhi« -ludent <'f 
lus pre. afiou- a. .I'Ji'iri. status m thi- . ourM'. 
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c. Bo vigilant to avoid the award of liradcs on anv l)<«sis oLlu?r 
than ailiic'viMiu'iU in Llu» course. 

d. Sc rupulouh ly and .ii-.tirati'lv' roport jiradc»s on.all his stud(»iUs 
by the deadline's esLabli.slied liatdi setnesUM* for mid - ri ernest e r 
uradus, if appropriate?, and for final or semestL'r urades. 

e. Base requi»sts for ^rade clian^ics only upon aLlual mis calcu- 
lations (^r mistakes in marking. 

3. Kxcept for emeriicncy reasons approved by thu tdiairman of the depart- 
ment, instructors should meet cdasses as scheduled, includini; final exam 
ination periods. If an instructor plan.s to be absent from class he is 
expected to arranue with his department chairman tliat tlie class is met 
and taught by a competent instructor or, that special work is assigned 
fc^r tlie class during his abst»nce. In any casi» tiie le.arniiit»- process mufst 
not be interrupted. 

Should a student request a special final examination time for himself 
(jr request to take the final examination witli another section of the 
course taught by the instructor, tlie instructt)r, considerinji the merits 
of the case and especially tlie matter of wlietlier or not the student may 
be overloading his schedule, may grant the request. Unless approval 
is obtained from tlie chairman of tlie department and the appropriate 
dean, the instruct(jr must give his individually arranged final examina- 
tion during the calendar period scheduled ft^r final examinations. When 
any individually arranged final examination iS given, the instructor is 
responsible for a r r ang ing tli e examination and for rept^rting the student's 
gradt! with the prt)per section. In any case, the instructor must also 
give the final examination in his course at the regularly scheduled time 
unless he has the apprcjval (jf the Dean, Student Academic Services. 

4. In no case should an instruct(jr discuss the merits or demerits of ant^ther 
teaclie r \vitli students. 

^. Assigniiients should be made keeping in mind that the student has other 
lessons which he must prepare and otlier instructors who have an equal 
claim on the students* effort. A good rule of thumb is that the ordinary 
50 minute class should require not much less than or any more than 
iOO minutes of student p r epa rat i(jn . 

h. Instructors who are teaching courses in the general education portion of 
the t:urriculum should remain aware that these courses are to hv taught 
as gentM'al (education, 'not as cc>urses in a particular major. 

7. Instructors should spend a fesv minutes in each class during a semestc^r 
notifying students (jf the continuing problem of mutilation of periodicals 
and referc^nce books in the library and asking their cooperation in solving 
this problem. It should jje pointed out that in preparing reading assign- 
ments and term papers tlu* same materials will undoubtedly be used by a 
number (jf students. rherefore, it is important to all students that 
materials remain intact and available. 



-4- 




0 



ORC.ANI/AI ION OK I UK rXIVKKSI TV 



Karitern Illinois CiiiversUy i.s ont* ot M\ e slate universities (the other four 
are Chicago Stale Tniversity, Cioverntirs Stale University, Northeastern 
Illinois University, and Western Illinois University) under the general 
jtrrisdietion of the Hoard q( (Governors of State Colleges and Universities, 
to whom the President is finally responsible for the operation and welfare 
of Kaste rn. ^ 

The Hoard (if Cioveniors' is ^i\en authority and responsibility for deter- 
mination of policy and for the general administration of the institutions 
under its ju r isd iet ion. . I he Hoard publishes a bulletin entitled "By-Laws 
and Cioverninu i^)lit'ies' . Cijpies may be obtained fr(}m the Office of the 
president. 

I he Hoard }ias p ro v ide^l that the administration of each university be the 
in. mediate responsibility of it^ president, who in turn presents monthly 
reports to the Hoard on the operatit^n (jf the university. 



I. ADMINIS rUA I IVF: niVLSIONS 

Kastern^is functionally oruani^.ed into four areas, each headed by a 
Vice President: Academic Affairs, Student Affairs. Administrative,^ 
Affairs, and Husiness Services. 

ACADKMIC AFFAIRS 

(>olIege of Arts and Sciences 

Dt^partment of Botany * 

Department of Chemistry 

I)epartm(»nt of Kconomics 

Departpient of Fnulish 

Department of Ff^reiun Lant^uaiics 

Department of Cieo^raphy and CJeolojiy 

Department of I'istory 

Department n( Library Science 

Department n( Mathematics 

D<?partment a( Philostjphy 

Department of Physii s 

Department of Political Scienire 

Department of Psycholot»v 

Department of Sociology and Anth. ropolo^y 

Department of Speech - Ctjnuiiuni cat ion s 

Department of Speech I'athohjuy and Audiology 

Department of Zoology 
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Division of Life Science 



School of Education 

Department of Kducational Adnunist ration and Supervision 
Department of Educational Psychology and Guidance 
Department of Elementary and Funior I'igh School and Special 

Education 
Department of Instructional \Iedia 

Department of Secondary Foundations and Special FJducation 

School of Business 

Department of Accotuiting 

Department of Btisiness Educationaland Administrative Office 

Management 
Department of Management 
Department of Marketing 

School of Fine ^^rts ' , 

Department of Art 
Department of Music 
Department of Theatre Arts 

Schcrol of Health, Pl^ysical Education and Recreation 
Department of Health Education 
Department of Physical Education 
Department of Recreation 

School of F\>yne Economius 

Department -of Plome Economics 
Department of Home Economics Educ'ation 

School of Industrial Arts and T echnology 
Industrial Arts Education 
Industrial Technology 

(iraduate School 

Library Services 

Continuing Education and Cf)mmanity vServices 

Audio- Visual ('enter 

Student Academic Services 

Acadenuc Advisement; Records; Registration; I extbook I.iljrary 
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STUOEXT AFFAIRS 

Adnnssic)n^^, .St lj{)ol and Collect* Relations; Career Planning and 



Student Per-rfonnel Services ; Personnel Deans; Counseling and Testing 
Services; Financial Aids; Health Services; International 
Students; SLiident Ai:tivities and Organizations; University 
F'ni o n ; V e I e r a n s ' S c r V i c es ; S e c u r it y . 

Student Fousinu: Residence Halls; Residence Fall I-^jod Services; 
Married Student Apartments. 



ADMINIS rRA I IVF AFFAIRS 
C'oniputer Services 
Institutional Researcli 
Xon- ac^adeniic Services 
Bud ad Otfui- r 

r^r\SIXFSS SERVICFS , ■ 

Account inu 
Payroll _ 
Purcliasinu 

c;pi-vire Kn* rp ri : r'ontral Stores, Fniversily Vehicles, 

Central Receiving, l elephone Service) 
Physical Plant 
Internal Audit 



OFFICF OF IFF PRFSIOFXI 
Athlet ics 

t'uiversitv R elat ions • and Alumni Sei 



II. FAC^ F I V CiOV 



:rxmfxi 



Several stalemenls in ■'Hy-Faws and (/overniny policies' stress that the 
.faculty shall participate in the decis inn-making process. I his partici- 
pation is accomplished formally at Faslern tlirou^li the Faculty Senate 
and the various conuiuitees, i f)iinc ils, and boarrls described below. 

FACr I.I ^ SFXA IK - . 

[he Far lit V Senate is composed <>i fil'tec^n faculty n.embers elected by the 
facultv to participate with, the adnunist rat ion and leaching faculty in matter 
of pnlic\. I*ac uliv members eligible for election to the Senate are those 
mil members major ^ ot! imtlees. 
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The Senate may consider any- matters of eoncern to the faculty and make recom 
mendations to the President or the faculty. I'he Senate may act upon problems 
initiated within the Senate, presented to the Senate by oneor more members of 
the faculty, or referred to the Senate through the administratit)n. 

UNIVERSITY PERSONNEL COMMII'TEE 

The Personnel Commit.ee consists of four members, each t)f whom serves a 
four-year term, the first year as an alternate m^ember. The Faculty Senate 
conducts^the election of the members of the Personnel Committee, who are 
nominated and elected by a vote of the faculty in essentially the same manner 
as are the member^-'o^f the Faculty Senate. 



The Committee represents the faculty in those phases of admin is t rat ion -which 
pertain to procurement, promt)tion in rank and salary, tenure, leaves, recog- 
nition, and dismissal of teaching and administrative personnel. The Personnel 
Committee is enct)uraged to consult with the Faculty Senate, particularly on 
matters which in\c)lve the formulation of policies affecting a large number of 
the faculty ► 

(:oun;:-il on FAcri/rv research 

rhe membership of the Council on Faculty Research consists of the Dean t)f 
Ciraduate Studies and Research i^^xeculive Officer) and six members to be 
•elected from the faculty at large for three-year overlapping terms. 

The ("ouncil reviews ITniversity policies with respect to faculty research 
and recommends changes to appropriate agencies and tifficers when it finds 
changes desirable. Ihe CUiuncil considers all prtjposed research projects 
submitted to the Director by faculty members, determining which projects 
are to be forwarded, through the Directtsr, to the F^rovost ft)r final ct)n- 
sidoration, and es pec ially noting any pro.pt)sals which, call for released time 
for a faculty memljer and arc subject tt) ultimate consideration l)y llie Presi- 



COt'XClLS AND COMMi r I EES RELA I ED I O IPE CFRRICFl^rM | 

The Ca)uncil c)n Academic Affairs consists . of nine faculty menilnM-s, elected 
by the fai ulty at large for three-yc^r overlapping terms, and two students. 
The Vice President ft)r Academic Affairs (Executive OfficiT) is an iex officic 
member ol the CouKicil, without vote. 

Responsibilities of the (U)uncil relate chiefly to changes in undergraduate 
offerings, r equi ri»ments , and £icademic standa,rds. 



dent. 



\ 





The CounL-il on Graciuate Stuclu-^. uu- lurle.s th.ree iiuMiibers of the ^rcidualo 
faculty elected from tlie CoUoge of Arts and ScuMict^s, three members t>f 
the graduate faculty elected from the Schools, and two graduate studenls'. 
The Dean of Graduate Studies and Retseart h is tlie executive officer, with- 
out vote. Tlie Vice President for Academic Affairs- and the DircLtor i>f 
Library Services are ex officio members without vote. 

The responsibilities of the Counc il relate^ chiefly to cliangcs m uraduate 
offerings and requirements. 

The Council on Teacher Esducation consists often elected mcml)crs'and two 
ex officio members without vote. Each of the following^ lectj)ne represen- 
tative to the Council: Department of Elementary and .lunloTtHgh School and 
Special Education; School of Education; School of Business; School of [lealth, 
physical Education and Recreation; School of Home Economics; School of 
Industrial Arts and Technology; College of Arts and Sciences (sciences and 
mathematics); College of Arts and Sciences (humanities); College of Arts 
and Sciences (social studies); and School of Fine Arts, Two students also 
serve on the Council, one with a major in elementary and Junior high school 
education, and one with a major in secondary education. Ex officio members 
are the Provost and Vice President for Academic Affairs, and the Dean of 
the School /)f Education (Executive Officer). 

The Council has responsibilities related to admission to teacher education 
and specific requirements in teacher education curricula, l)oth graduate 
and unde'rgraduate, 

Curricullmi Committees are established within each school and college. 
'Members of these comn\ittees are selected by a process determined by 
each unit. They serve th^ usual functions of such bodies, subject to the 
jurisdiction of the above-named councils. 



COUNCIL ON TTNIVERSITY BUDGET 

Members of the Council on Unive rsity Budget include the President; Vice 
President for Academic Affairs {Chairmani; Vice President for Business. 
Affairs; Vice President for .Student Affairs; Vice President for Adminis- 
trative Affairs; Faculty Senate Budget and Finance Committee (three 
members); one representative from the Faculty Personnel Committee; 
two representatives from the Studertt Senate; University Budget Officer, 
ex officio; Controller, ex officio. 

The function of this Committee is to assist in determining the overall re- 
quested budget for the University. The Committee assists in reviewing, 
analyzing, and approving the establishment of the percentages of the total 
budget whi^ch shall be allocated to line items or to the different areas of 
the Univer.^Aty under the authority of the various vice presidents. 
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Hu' iiuMnborship <.t thf ( (Mii:. il .li ' ju%t'rsiLy lUciiininsj .o!\si->ts ut'tiu* Vict* 
Pr.'Si'iiMU tor A'lniini>trativt» Atl'dirs u :iui i rinan) : Vut- Pri»sirK'nl for A< a-liMiiic 
Affairs; Viri» Prt»>idt'iU tor I^ii>iiu*>s Si'r\i<-.*s; Vice Prosirlonl U)r SIucIimU 
Affairs; Di-.m lif the Cullr-r oi Arts an'l Scumu ^s; DtMn of liu' Scliool df FCdu- 
i-ation: Ovuu of ilu' S. hMi.l oi IJi-alth, }>lnMval I-Mtu aLivn and J< r^at u)n ; fivi» 
iruMnlM»rs (,i tin* fa^ uUv appuintt»d Ity t}u* l-*cu ultv Scnali'; .md two iiuMubfrs 
M»U»ili*d hy tiu» student -overnnuMU. Ihe DirecLor of Institutional Uesearrh 
acts as s i»( r I't.i ry ♦ 

I lu' luiu-Uoti of lius Council is to •^ivf consideration to substantial clianues in 
directir)n and new proj^ran^s, the implic.itions fur the I'niversitv of official 
acts tyl the State of Illinois afte^ tinL; hiulier education, popaUttion fiiiures and 
enrtilhnent proii-ctions for the uuiversity as a whole, possible iirowtii in re- 



earvdi auri pu{)lic >ervi< e prourar)is, and land utilization for new builduius 
and ch.ansJiinL: ulili/ation of existir:^ buildings. 



liu' nuMnl)er>5i!p of uhe ( Ounc 1 1 o f In s t r uc t lona I Off ice r ^ consists of tiie Vice 
I»resident for A^:adenii, Ai'fairs f c :}iai r i iia n I ; President (Vice Chairman); 
Dean ^ff the Cnllcut* of Arts and Sciences; Dean of the Sch(jf)l of Kducalion; 
Dean <.f the graduate School; Dean of tlie Sc hool of Business; Dean of the 
Sch.t)ol of I'ealth, Physical Kdiication and Rec reation; Pean of tiu' School 
of tloiue Kconomit s; Dean of the School of Industrial Arts anrl I echnoloiiv; 
Dean'oi the School of Pine A rt ^ ; Director of the Audio-Visual Center; 
Director of Piuversiiv Libraries; and Dean, Student Acadejnic Services. 

The prinu* interest oltlu.^ Council, broddly >tated, is coi'it inui ni: considera- 
titui ol t!ie ol)}ectives of Lhe uii-He rs itv and an asses^tuent of the extent to 
whii h the ( tlj u'v 1 1\ e^ are bcniL: net. ( M' ciuilral con<-yrn is tlie i ? r. p rovcinent 
of inst ruct ion. 



SI T DKv J . j.'.\(M'M V IU)ARDS 

[he Student - I'*aculty Pioards a i-e basu.illv policy- fo rniimz bodies. I Iiev 
should ctuisider r econuuendal ions frtJin all sr)urces for a"lteratif)n of policies 
as tliey see til. All policies siioull bi« in aliuninent with ueneral universitv 
Dolicv. Anv changes should \)C discussed willi [hf proper universitv official. 

I he i^o.irds shfiuld also encouraiie cooperation ani{)nu conii-rion cireas n( tlie 
university. I he members ^hoidd be actlvelv interested in the areas of 
yeiu»ral respon.si!)ility of the Board. It is the p.oa r d ' s, re.s po ns ib il it v to see 
tliat student money is s{)ent in the best possible manner, dhe Hoard shall 
<ilso be aware of all Appoi-t i<inrnent Bc-l,aws and l)e respcjnsible for then- 
en for venuMU , 
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Tho Faculty Svnalv appoinLs taciiUy members to the Studenl-Facally Bnards 
and it^ach year designates a tat uUy c o-chairmaii to serve one year, preler- 
ablyU member with prior experiences on the Board. The Student Senate 
appo'\nt,s student members to the Student- Faculty Boards and each yf.>r also 
desiKnat05,a student co-chairman to serve one year, preferably a student 
^with prior 'exi?&Ticjice, These provisions also apply to appointments or 
replacements when vacancies occur. 

An advisor of a Board is. an ex officio non-votinti member, Principal stu- 
dent employees of the- Board\5 (e. editors) also are ex officio members. 
Ex officio non- voting members are as follows: 



Apportionment Board 



Internal Auditor 

Dean, Student P^e rs onnel Services 
Director, Student Activities and 

Or^ani7.ations 
Executive Vice President, Student 

Body 



Com muni cat ions - Med ia Boa rd 



Health Service Board 



Intercollegiate Athletic Board 



Director, Student Activities and 

Or^ani7.ations 
.Publications Advisor 
Forensics Advisor 
Radio Advisor 

Executive Vice President, Student Bod^ 

Dean, Student Personnel Services 
iH rector. Student Activities and 

O rt^anizations 
Director, Health Service 
Executive Vice P'resident, Student 

Body 

Director, Student Activities and 

^ O r^anix.ations 

Director, Ath let ics 
Faculty Representative 
Executive Vice President, Student 
Body 



Performing and Visual Arts Board 



Director, jStudent Activities and 

O^rganizations 
i:)ean, Sch<;H>l of Fine Arts 
Chairman,' Art Department 
Chairman, Theater Arts Department 
Executive Vice President, Student 

Body 



Publications Hoard 



Sports and Recreation Hoard 



, V 

1 
i 

Traffic and vSafety Hoard 



Director, Student Activitiei> \d 

Orjianizations 
Pulilications Advisor - 
Executive Vice President, Student 

Body 

Director^ Student Activities and 

Orjiani?;aticins 
Director, Int ramurals 
Advisor, Women's Rec reation 

As s oc iation 
Executive Vice m-esident. Student 

Hody 

Dean, Student Personnel vServices 
Professor, Driver Education 
Chief, Security and Traffic 
Executive Vice President, Student 
Body 



COMMITTEE ASSICiNMENTS 

Faculty members participate in the dec is ion-niakinji process of the University 
by memb-ership on ad hoc committees, as well as through the formally estab- 
lished committees, councils, and boards described abcve. Committee assij^n- 
menfcs are in addition to teaching loads but do not interfere with teachini; duties. 
Most committee appointments are made by the Faculty Senate, 
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I'KRSOXXKL POLlCnCS AND PROCKOnRF^S 

Note: Detailed personnel policies and 
procedures are covered in a separate 
document, "Pef^'onnel Policies and 
Procedures. " 



ac:ademic freedom 

he Board of. Gov.e rno rs approves the statement of principles by the Ameri- 
.an Association of University Professors on academic freedom and academic 
tenure. It believes that institutions of higher education are conducted for the 
common ^ood. The common good depends upon the free search for truth and 
its free exposition. Acadei?iiic freedom is essential to these pi>rposes and 
applies to botli teaching and research. Freedom in research is fundamental 
to the advancement of trirth. Academic freedom in its teaching aspect is 
fundamental for the protection of the rights of the teacher in teaching and ^ 
of the student to freedom in learning. It carries with it duties correlative 
with rights. 

The teacher is entitled to full freedom in res.earch and in the publication 
of the results, subject to the adequate performance of his other academic 
duties; but research for pecuniary return should be based upon an under- 
standing with the authorities of the University. 

The teacher is entitled to freedom in the classroom in discussing his sub- 
ject, but he should be careful not to introduce into his teaching contro- 
versial matter which has no relation to his subject. 

The unive rsity teache r ss a citizen, a member of a learned profession, 
and an officer of an educational institution. When he spealos or writes as a 
citizen, he should be' free from institutional censorship or discipline, but 
his special position in the community entails special obligations. Since he 
is a man of learning and an educational officer, the public may judge his 
pi^ofession and his institution by his utterances; hence he should at all times 
be accurate, should ex(ircise appropriate restraint, should sh6w respect 
for the opinions of others, and should make every/effort to Indicate that he 
is not a>n institutional spokesman. y „ 



LEAVES OF ABSENCE ' ' 

All absences from duty must be reported by the chairman of the department , 
to the appropriate vice president through the dean or director. 
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Emergency Leave . When an emerj,tMicy .irises .ind it is netes-^arv for a {"ai altv 
member to be absent tVom rluty, the rlepartment i Iwurinan shoald be nolitied. 



Sick I.eave> A faculty meniber is entitU-rl to a non - unulat iv t- leave, with full 
pay, for injury or illness m eaeh year-of has service, incliirJhm his first, oi 
twenty calendar days and is entitled to further suk benefits as folhnvs: 

Extended sick leave often calendar davs with fill pay for each completed year 
of service, the unused portion of which in any year is tunuilative wiih no maxi- 
mum. 

University sick leave is available only durum the period nf avadeniu- employ- 
ment. 

Upon recommendation of the appropriate- department chairni.in <uk1 subiecl to 
approval of the President, a faculty member who has completed at least three 
full years of service may be i^ranted sick leave with full pay for <i period (in- 
cluding annual and extended leave) sufficient to enable him to re.icii, l)at not 
to exceed, the date on which disability benefits under the rniversity Retire- 
ment System will be available to him. An employee ^ranied such an <idvance, 
but who because of illness or retirement is not able to return to wurk. >hall ' 
have the obligation to repay this advance cancelled. 

Maternity Leave, The Board of (iovernors may place a preunant lac ulty 
member on maternity leave either upon her uwn request (jr upon the recom- 
mendation of tlie President, This leave may comir.ence at such time and c(ui- 
tinue not more than six weeks after delivery, Maternity leave .-iiall be witho-U 
pay; provided, however, that if the'pre^nant faculty member has omplcterj at 
least .three academic years tVf continuou.s service ,it F:astern befure the date 
upon w*hich maternity leave l)ei^ins, then she shall be entitled to not n.<-re th.an 
30 consecutive calendar days of leave with p.iv, and niaternitv leave witli pav 
shall not be counted a^^ainst her sick leave. 

However, if the'md i vidual uses 'up the maternity leave ,is f)roMded by B(j<ird 
policy, and if her condifi-ion is such that additional time off is me'lic.illy a-l\is- 
able, then she has a riuht to this time off, up to th.e limit of available sick 
leave. 

Military Leave. Leaver of absence for military se^-vice will l)e ^raiUed 
accord in«i to law*. 

A member of the National Chi^rd (r)r any reser\ e component of the Armed 
P^jrces) wh(^ is called to temporary active duty in case of i ivil disturbance or 
national disastfvr may receive a combined wai^e from the university and the 
military equal to. but not exceedmu, his salary for that period. If the rlailv 
rate received for teiviporary active duty exceeds the dailv rate of tlie employee 
from the university, he may elect to accept the hi<4her rate, m whuh i-ase he 
shall receivt* no cfunpensat ion from the ('niversity. I he amount (jf .onjpensa- 
tion received frjr femporary active duty shrjtjld be repr.rled to the Pavroll (MTice 
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witluli thirtv*l.iv- alt/T troii; tiMupDrary Appropriate 

a-li-.i-itniiMU to ..ti- ft ciMii-unt rf. tMVf 'l -hall be nwrli* on the next 
rt/uular p.ivroiL [A:.p-rarv active 'lutv '^-hall iu»t be ie^liuU-1 fmin 
the tu: f .lUowe.rl h/r r(»-'ilar iniUtarv trauiin- perio'is. 

Kane r.tl I.t'aVf^ ''i;;;mt» ral h-avt- with pav will be urantecJ for a period up 
tT^TiTree 1 iV- i' iv^'i.e :'i'u»rxl t i:ifr:.bfr i iho unrr.t-hate t'auulv nr 
hriii>t*hol'J, an:l^{p to one 'Jav !or tla* funf ral t)t a relative outside the 
nun^e'liate : eii* jl'h AiiV leavf bt«voad these ainonnts rnav bf approved 
uy lia- v liairniar. V.f Uu' 'lcp irtU:ent arrl . i.arLie'l aaauist aicire j ani- 
' vt»r sit V w k h»avf. 

NlLMiiber- ■«}■ iiniiifdialf lamUy are: h.isb.md, wite, inotlier, father, 
brother, lister, .hildr.-n, m. -t tie r- i n- law, fat he r- m - hiw ; o r a nv rela- 
tive w.itt'.in !ia> tiv^\ de^rfi* h\ Ui^ in a t^HischoM, 

nef;n;ti of rehiti'.e: .iint, u:u U', niece, nephew, m - laW.- othi' r than 
de-. r.be'l .i\)u\r, .M^usin- witiun.t'he iirsi di'uref, - ra nd pa re nt . 

I irv naty > ii-d u Iimv. -^ahtry v/ill hi* iiiade tor a faculty luenihiT 

^^>/fu^^kas bin-ii -ratU.-i a h'ave -.a absfave for inrv or w Uiu 



11 e s s . 



V Leave \\ ithMut "^aj'trv. ' li Um* ci rlain c u'v ulll^talU'e^ , leaves of absenee 
\Tith^nt ^a'laT^•Tr.• ot rir : ^ abb- and should In- recjaested throu-h the 
tiiciiniictn thi- di'partmenl airl Ihe appropriate dean or dirett(»r, \ 
(li-ni-ral'lv, -aci. le.i-se- ii;av be - ranted when there i> as^.ar^anee that the 
vacated ;.->:t 'ai can riLLiT br ib^-ud)ed ^r tiiat a >aitabK- replacement 
\ can Im- -rc ir.'d; -.ill wia-n Jhe MuVer- itv will l)enef;t i)V the I'sperience 
'^ainrd bv :1a' p-'r-'»ri -v. b-aM-. 



Whors a lacuUv nu-int)f r w;.he^ ' - t r.iM'l ,it tbt- f-..pcn=.e ..f the n nivf r r. it v . 
iu- i: ast file a rt-fpa-! :u K'ta I v. it'h tbt- • airman ni tin* departiuent or 
otla-r m mediate ^cu-'r .i-.rv ifictM". i la* cl.airn.an a the department 
,.r -tht-r ^ i:>t«rM--'>rv ..ifi. .m- j ^ r^q .ir^d tv. bM r lii.- travel iti-m with 
th.- Dt-an -r \)\v^^-^V>v .i:>p-r. 'priaN' -ajcn. v. 

K\tfU-io!, MMv^'l 1 ,dr^h;;i-»ert-d i)v Tn*- DireiT M* t t f.i^Mn imu Kd'ica- 
lion .tt^d 1 '.>:^ tc, .Tiilv '•>cr* 



•.ir.oto\ e.' - 



. • ' hi* 



I- inr..'r-i' . Tra-. flir:j '>u of.i'icial miver-itv bu>ine---" art* 
b.iiU'T .■•-.c:o!.? tr -1, t .t ■. '.li air t ran-p-rlation. ^ 

If ?la- i>r. i '.rtM'l - alh^ tor biw .nd ^tatf lira---, --k h refjuents 

-^ii- . d J -a- 5:..t h- tar cr-.iji. , : : cid\a!.c.' -otiat Ihev niav be forwarded to 

,,;•}■ li ,1 .t:.!.ro:.roiN- i< . h-nl dav> advance of t!u' 

•»ro!c-.-d »!•■:!>. !i .'lo ior-- .in- ret. ured to !>ay 1<> pe rnt of tin- 

. r,.t "f ' r.it.~p"rlat '-v. n 1- - tale ' r.t)->, 

- 1 
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K\n»I.C)V\lK.\ i OF'RKl.A nVKS ^XKI'OlISM) 

\Vh.i»n tlu» t»m!)l jvnu'til of niori' t!ian t^iu' iiuMiihiM- of {'ciinilv tu^ iirs, lhi» ri»l,i- 

>>hip Will also bi» noio'l when Uumn* ir^ I'l't uninu'irlrd lOr aru hi*, ultv nuMnbiM* 
if intithiT im»!nl>i»r of Ins fannly is iMnplovt*'! . 

Whi»n two nuMiibiTs of tiu* fa*.- illy in tlu* »ana' 'irf)<i rtiin'nl ip.arry, an-J uiu» 
tonu". uirl(»r t!ii» r/v i s u »n of the otluM*, ihen onr juasl iiv'ii'pl r cass i^nrnt♦nl 

to aiioUaM* »U?partna*nl; if uu assi^nnu'iU is a\ailabh' or possililc, Uu'n oiu» iimsl 
ri'^iLTj, i»vi«ii if both lia\i» UMiurr, ihis is nol to tu' i'ffi'<.livi« if both nu'iniiors 
of thi; l.ivtdtv, \\h.' art» in ihe saiur 'li'parlnaMil an ] marrv, wrrr on ihc ^laff 
prior to ilu* laU- (.>f .i'li>pi u^n t»f riu^ pro\ision (I'\'bruarv 1^, 1 S}, 

CV ISIDK AC 1 I\H IKS AM) KXU M .OY \lF-:\ 1 

Ibf tiniMM-sitv t'nv ')^;r.iL:i's i»\ira prnf^^ Munal act i\ it ii's \<»hi<}i i on! ribuU* to^ 
in'li\ t'Jual an l .ii^t it'^rional I'lopnuMU airl wr pro\rli» rnHvlcd v oiniiMintv 
si'rvui's, 11 ~si. {I a. ']t» nt't - ub-^ianliallv inU'rfi»ri» with lin' spiHifu" \ 

tontra.^ial rfsn< ai- ibilit ir- of ihi' ui'lisrlnaU in\nl\a"i. p'u rt h i' mm r i' . the 
uin\(M*Mty iMi'Jf.r.-i'!- lia* pntu tplr ijf appropri<i!.v» nuiMUi\a» ffjr ^nch avli\ itios ^ 
in liio f'*rni t.f ortar.di n .n ,. r.ilirv uu ri*asfs, .itr] ri»liMSi»'l linu', ) 

A. . t'otaju (" :>i to.i. lmii; t'MipbivnuMU m anoUaM* mslitat u>n, ho\\ t'\pr, is rhs-' 
'iHw'aut'i. M appr-vi' ], ^ icb tt'a. iwiiL: is .-ubu.nt t(» liu* >.iiuc Unulalujn as 
' f.r r.( ;> f\ t'\tot\>nMi t i*a. i:nm : t itctt i>, Iwn .o-n-siv- not las 1 1 hl' o\ o r onr 
f-tt-r iml t! ni>i\ bi» t.i ^uiit ii\ a m\ i-n at ci'lfrn i vi'.tr. Miiiplox mumiI as a 

■M,-iiltatit or 111 < lt,iM* ,apatitu'> n<i\ \)c a^'ti'pti*'i a lunu .t ^ ihiM'o is \v> 
uUi* rif riMK I' v.i»r, ttu- rt'^alar piM* fo r nui nt c of -Jutu'^ a n'l if appro\als of tlH» 

1 iirir..u), ii»a;i, 1 ' r i ilri ■ t a r i" -iviiri"]. 



iMAci:i\(; i^. 1 1 ^ "c\ 1 r/ i\c ki)'\:a{iu\ am) coMxrAn'r smuvick 

llH:<;i!A\I 

II a la.'iUv li .1'!) ; b.' !♦ 'A 1 > o tt^coi, m J.t" ( ! o r.t . IV n n i: M'hu .i t ion , an'l Coir.niun- 

ilv Si'rv u f'r>jrarv*, ;,»> rr, ;sl :irst ri*ri«ivi' tin" ap|jro\al of tiu* .lia i r 1 1 a n « ) f 

Ihp Ii-p.! rln o'lit a:::rU,iMi" tbr .iopro\Ml oi tin" offii-i> o f ( 'onlin 1 1 1 n:: I'ld la." at i un an'l 

( oii-ii!-init V >fr%:.i'. A I.ii'iltv uannbi-r li av ti'a^'i^ in anotluM* 1 4'p<i rt n hmU a.- 

l"*'^ f-'-- ' j^' .ipproval .tf Mn> . bairn, in of tii.tt 'b' pa rt in i-iu . I br Din-ctoi' 

<i? I 'o;;! n;i;itiu i ' ■ r < » ' i oji an'l ( ^ 1 1 ; r n a»u t \' Si«r\ua«, Wi>vk.< i}a« Iwi i r 1 1 » a n of 

!fii» 'ii'oa rtn u':;t -uri li.i* iiMi, of tl,i. '^r. loi S.-iiool or ('->Ui*"i'; 

N • . 

i*\T.'n-i,a^ .o,r-r n^.tv o i* i'^.,iv not [h> part (^f tiit» f<oultv iM«'!nbiM''s ti»atb- 
m.j bii i. It - rHM';!'i - -aijb' 'o i; »v.f, rxtrnsion if)ar>i*s durini: tlir aiairn'/u 

vi'a r I'-r i'\t r.t ;i.>v f i.i, toaif.ir.^ .o;,^tnuti»> . ■ M' r b .<( I-\'utiUv nuMuiji'r.-s 

- h - . 
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Faculty niemborH who receive e\tra coiupens ation for teaching in 
the extension prngratn are paid on a monthly basics, with the pay 
.added to their regular paycluK'k. 

"jrhe university v ill employ its own staff first in tlie Continuinu 
Kdueation and Cotuniunity Servi. e Program i>at luay also employ 
qualified outside personnel. 

StTMMKR EMPLOYMEXr 

It is the general aim of the university to provide summer employ- 
ment to those staff members who want it. Courses are program- 
med for summer teaching and qualified staff members assigned 
wdien it is reasonable to assume that satisfactory enrollments will 
be obtained. 

Since the enrollment in the summer is less than that during the year, 
the sixe of the staff needed is smaller. For that reason, the various 
departments rotate summer teaching assignments following general 
policies . 



\ 



IXS I RUC FIONA L INFOHMATIOX 



ADOPI IOX OF MOW COUHSKS 

Proposals for the adoption (jf new courses nuiy originate with any s(uirce--de 
partment. council, individual faculty member, or adniinistrattjr,. The prci- 
posal is first considered by tlie school or department in which the c(nirse 
would be taught. If the proposal receives departmental appnu-al, it is fur- 
warded to the curriculum committee of tlie C(jlle'ue or SchotU and then to 
the Council on Academic Affairs nv the Council on Clraduate Studies. If the 
proposed course (undergraduate or graduate) to be required (nv teacher 
certification, the proposal is then sent tu the Council on Teacher Kduca- 
tion. 

All eight ittMUs should be answered in the ftThnving format (nv new course 
propcjsals: 

1- Catalog description in the style of tlie university catalog, showing: 
(a) course number. <b) title. (c| credit, (d) semesters to be offered, 
(el short title--not to exceed IS characters, including spaces, 
(ft course des c r iption- - not tcj exceed four lines, (g) p re requisitel s } 

2. Rat ionale : 

a. F>urpose of and need for the course. 

b. Justification of the level of the course, ' 

c. Required or elective; specify program(s) or majoris) in \<'hich 
the course is to be counted. If the proposed course causes a 
change in a specified major or minor, a proposal to chanue the 
major (jr minor is required, 

d. Date to be effective i if not approved iiefore I November of any year, 
the course should probably uol bectuiie effective until the year follow 
ing publicatujn of the next year's catalog). .. 

^' Cjutline of tfie course, specifying units of time fe. g. , weeks) to l^e de- * 
voted to the different items of cont(»nt. 

Implementation of the couyse : 

a. Name of staff member(s) to whom the course is to b(» assigned 
initially, 

b. Texts and si^jplementary materials to be used. 

C-. Special jjrojects or laboratory experiences to be involved and 
an estimate of ctjst requirements. 
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S SuuiUrilv lo i'N»stin^ ._^mv^^^. (%it<iln^ s t at tMDtMit s n( r c lat tj'rl . t'M s I mt; 

suiiUt^sts a possibihly ot duplu-dl ton of .ourst' .onltMU, a lu/w < onrsv 
^ proposal should be disoussod vMtb the appropriate deans, directors, 
department i bairinen or c urrieuUini c omnuUees. A written stateii^enl 
of the rcM. tu.r. to the proposal revealed bv tlii> disc ussion should l>e 
submitted with the pr(jpos«il t<i the iloiuu il. 

h. Junior colUniUJv. Does the department rec ommend . ac ceptance ni 
transfer credit from a junior colleue m tins ]>articular course ' 

7, Date ap})roved by the department. 

H, Date submitted to appropriate curriculum ccuumittee. 



ACADEMIC COt^NSELlNC 

All new freshmen and rtam t rans f e r students are assinned an academic 
advisor in the Advisement Center, rhi^. advisor assists the student in the 
selection, of courses appropriate t(v the 'student 's declared majcM-. I he -onl 
of the Center is to provide the new student' with a focal pcdnt for contact on 
academic matters durinu his first few terms in c(dle^e after which he will 
he transferred to an academic advisor in his major department. 

Departmental faculty members become academic advisors upon nomination 
by the chairman of the depa rtment, subject to review and approval throu^li the 
Office of Registration. Advisees are assigned to departmental academic advi^^ors 
by the department chairman. Faculty members not serving as academic 
advisors may be as.'^igned to assi.st in routine duties un registration days. 

tEACMINC} LOAD 

The normal teaching load is twelve teaching units; .idjustments are made 
for lab courses and graduate courses. 



CLASS A V TENDANCE 

Academic instruction at the university operates under the principle that 
rlass attendance is necessary to the complete learning process, therefore, 
students are expected to attend their classes unless prevented by illness, an 
official university activity^ or other urgent reasons. 

If the student is absent from class for a legitimate reason which is estab- 
lished through the Ifniverstty Health Service or the Office of the Dean, Student 
Personnel Services, the inst ructor should afford the student a reasonable op- 
portunity to make up work missed, including examinations. When the absence 
is unexplained, no such opportunity need be afforded the student. 

.in. * 



A slu'lrnl u.}..) IS Mit tr.,in rlas^. u,r ^vhaWvfr rtMSuii. is'liclfl rcspcn- 
siblr for I lu* tla>^ n^.tUMMcl cumtc I rlaritiu lii.^ al)S(.|u-(» aiul he i.-, cxpiu Li^d 
In turn in .ill ihr (♦mt* pa|H.r'>. ct. . . assij-iu-i lor subini.s s k.m rhirinu 

Ihf K.ursr. PowrviT. thv iustnu tur uill Uui usi* ihf nu»rc' lad ol absiMirt 
as a Icu lor in ch-t t> rniin i nu a final . oursf uradc, sin. t» suc h t»valuatinns 
an* based on at IhcvimiumU anri art- 1 itI !o lui^nsnvc lea rnin-- - nol • 

aUiMirlam I'. 

In.slrmtors .,rf respons iblf [or kiu'pnm in lluMr .lasshooks a. .uraU» 
rerords of llu. caUMuianri. of all nuMiibrrs of Ihcir i lassi's. Hu' alltMidanrt 
rcH-ord of anv sUkUmK sball be snbiniltt'd to tlu» Va c Pr.'sidcnl for Aradcni 
Affairs; (M'fu t. of tlu' Dran. Slt.dcnl 1 V rsonnt' 1 S(M- v i. c s ; o r Dt-an, Sludcnl 
AtadiMnii Si»rviii>,s, upon ri*<pu'si. 

If a .slndiMil is al)sent from a uiv^n i lass for more lhan five .onse. til ivo 
sessions or estabHsbes a palteri or record of absenees wbub bei ome.s a 
nialler of coneern lo Ibe inslr.ul .r. Ibe inslrurlor will nolify Ibe Offic e 
oflhe Dean. Sludenl Personnel Se rv ires , of Ibe sludenl's abs'ence record, 
requesiinu ibal uupjiries eoneerninu Ibe reason for absenee be made. 

UA I K ARRIVAL I C) (M ASS 

In Ibe eveiil an in>. l .rui t .> r is no! present in tbe t lassroom at Ibe lime tbe 
eiass IS sebeduled to beuin. tbe students will wait ten niinules. and if at 
Ibal lime tbe insl r uel o r_iuui . not ctrrived, tbe students mav rlisnnss ibem- 
.s e Ives. 

rp:xr BOOKS 

Ioxll)ociks for courses m tbe eurrieulum include basie (extbooks. reserve 
books, supplenu-ntarv textbooks, and workbooks. Basic textbooks and 
reserve books Uneludinu e.)pies of s iipplement a r v textbooks) are Sitppli-d 
bv Ibe lexlbook I,ibrarv. Supplementary textbooks .md workbooks are 
available for saU- bv Cbarlesion booksellers inc bidiim Ibe Hniversilv 
liookslore but ari« not solrj bv tbe lextbook l.ibrarv. 

Basic- [extbooks. Adoption of a bas u Lextbook for .i eourse planned and 
lanubl t)y one insiruetor is reeonmiended bv tbat instrudor and approved 
by ibe ebairman of ibe departroent. textbooks for otber courses are 
based on a departmenlal de. ision approved by tbe department c bairman. 
Incase there are multiple sections of a cc.urse. tbe same basie lexlbook 
will be used m all sections. Ibe sum of 1 bc^ ' I is t pru es oflhe approved 
basic textbooks for anv erne course should not exceed 

A separate request is rerpared for eac h adofjtion of a basic texlbr)ok for 
a parlu'ular course. Ibis request should uidicaLe: 

(1) For the l)ook revornmended as a textbook; its title, ciutbor. 
publisher, cour.se m which it will be used as a lextbook, 
semester needed, number of copies needed, and list prii e.. 

-^0- 
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li).l«\)r any hook })f :J ; s t n nt i nm- :1 a iiavu U'\ti)«»(ik lu r [\u'a loursr il' 
thi- rof oniir.i-n'l^-l a'iuptiun is ap{)njV(-i: ils tiiU», author, jViIjIj r , 
lisl priti», dati»' (Jt acinpi ion, ani, ik ..im-iIu- d.il (» d f a rlupl kUi wa - U-s- 
than lhi-i»i» yi»a!-s ai^o, thi» niunhir oi* M-iia'sUTs ot s t hcduh-d, u-i' n\ilh 
>upporlinti data n-uardini: (.Ua r t curses tiiwhu li ihi- hook \\c\is tf 
this ; > pi.» ri intMit I. / 

For <inv olhi-r hook U) hf <i.nliniu-l as a hasu U'\U)uok for lluil roursi-: 
lis litU», lisl pru'f, and d.Uc of .irloplion ci a hasu Icxlhook for Ih.il 
roiirsi». 

Rost-rvf BtJoks . Books may hi' pUu rd on ri'scrvf m Booth I.ihrary for IhV tisi»*' 
of riludi-nts in a class durini: a simiu'sum- onlv if Uu'v contain suppU'nuMUarv 
readum wliu h the instrm lor will riMjui flurinu lhal schu'sUt. I hi' mkim- 
mum niinibi»r of liilos that may In' phu I'd on vrsrrw for anv oni' i lass is trn, 
unh'«s spfi:ial ar rctn^murnls ari' made wiir Uv DinuMor of I.ilirary Scrvut-s. 
Faculty nuMuhi»rs (or di'p'a rlment s ) dt'sirinti that ri'rlain liooks hi' placed on 
reserve .n l^ooth I.ilJrary for a liiViMi siMiuvslcr should first dctcrnuni' if Ihi* 
books arc availal)lc for thai j)ur}Josi». 

The total nuniljcr of rojncs of a tnjok on rcscr\i' durins; a scnu-stcr for a scclion 
or sections of course shall nol e\i eed one t opy for eacii 1^ students m liie esti- 
mated enrollment of those >.eLlions, K\pccted enrollments may Ijc rounded 
upward to mleural multiples of IS (h up to I , ^ \ up to 4^, 70 up l(j 7S, etc. ) 
for the purpose of delerminmu the ma\imum numlier (jf copies tiiat may be 
placed on reserve. 

If a c^iven title or sulficienl copies ut a title are not available m I^ooib Lilirary, 
departments drsirinii tliat Ihe'book be placed tm reserve may suljmil a requi'si- 
to-purchase to liie re\tbook Liijrarv, indiealini' the course <ind seiiKuis, the 
total expected enrollment m those sei tions, llu* numin'r of- copies civailable m 
Bo(jth Library for those sections, and the numluM* of additional copies to be 
purchased from I e\tb(iok Library funds and pbu ed'on re>.erve for those si'^ iiuns. 
The sum (jf the list prices of the new titles liiat may l)e purdiaserl from l exl- 
book Library funds to be placed on j^'eserve for a ui\'en c las s^s iu)U I 1 riot e\i rerl 
$30.00. (For more information on' resei*xe iraterials, see the "Lihr<irv' 
s'-cction bi»low. ) 

Supplementary I ext b ooks . If an mslruitor .-oils idi* rs il desirable loriiis rbiss 
to supplement the approved basic textbooks for that . lass, and if liie chairman 
of the department approves, the instructor may recommenrl, but not re(]uire, 
that the students iVl iiis class jMirchase ce rl ai n s upplem enta r y items of Uav iost, 
usually m paperljack editums, I ju' sum of tiie list firices of liie s uppli'nienta r v 
tcNtbook titles fur one class should not exceed S^. oO. Xo mie shall ije approved 
as a supplementarv textlnjok for a uiven class unless it ts also appro\'efl as a 
reserve book for that class. 

The approvi'd reques I - to - pu rt lias e form is suininUt'd Ijy the chairman of tlu» 
department directlv to the l extbook Libr.iry. I he recjuest foriii lists the expci ted 
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iMi re)llnii»ut jn ihr l.i -^U'.^i, lht» niiinluM* ut ^npirs .ivailabU* in Booth I.ilir.iry 
lor ri»Nfrv<» hm- li\ < Ui-.^, ,iiuJ lln* nuinlu'r <if <iddition.il ropit's to be 

pUTi h.i>i» I an:l pl.u itJ on ri-.-iTvi» m Boolh I,il)r<iry for thdt i l.iss. 

I hi» invlruldr -.houl'l ina i-^t' uppj fu u'lU.i ry It'stbook.s, which may be* dif- 

scitiori:^ '»!' .1 luursi' .ipf rt'tiuirfrj [a usi* lln' -^anu* ba.su- tfxlbooks. 

Workljonk^, I)u-t iwnct r u's , .iiir l ] lairlbt>tj k^. Wf^rkbooks, htboratory manuals, 
.in:l otht*r MiatfriaU Ih.il van bi* ii^'jtJ for <i vtjar-'i' lor only ont' semester 
<irt' pu rv by tin* ^tucliMil. 

M.u h siirlrnt in i crlain Mn^li^h ^ la^M*^ is rfqinrfd to liave for his exrlu- 
sivi* pi»rst)ual usi* a du tionary as pri*.s<. rilji'd by tlu' Fln^lish Dcpa rtnu'nt . 

Stujk:.nJ_s in i i»rlain <. la.ssi's may tn* i*nroura^i*d to pun hase handbo(3kri for 
tht'ir inrlividnal u-sr providi'd that ^luh itfins l»avi* ^ii'iicral r e ft* rtMU" t* vahu* 
ni iii.inv ditliM-iMU iuursi*^. of a di>i iplini'. 



INS 1 UrCil I( )NAI. MA I KRIAKS SKRVICK 

V.irio'is filn.s, l.ipt's, V itifu fcijji's , la[n' ri*r(j rdt' rs , projectors, ricri?ens, 
and 1 1' lt*v i> ion ffpi ijhiu* nt can In* bfjrrowt'd by faculty nuMnbers, free of 
Liiaruf, ivott. till' Audio- Visual Center m I^O(jth Library. Catalogs list- 
ing; civailaide tilms and drder f<jrms are hn ated in the main office of each 
dtujartmenl. I-*ilms may al.^o be ordered froiii <jther sou rces - - thesf 
t.italo^^. are kept iiithi* Audio ~ \' i sua I (!cnler. 

Audi<.- Vi^-ual wdl I'urm^h operritc r-^ if the fa, ultv nn*mber doesn't know 
how to 111*' efj iipn.ent. 

I ill* Inst ruit I'^na I Material- Servue ha> a jirfjductnjn departnu*nt wdnch 
duljs tape.-, ir.ake.^ t ran pa rt* Hi w s , <itirl allows t.uulty nu*mbers to make 
slide.-.. 



MIVHAKV 

the l"oll(»win^ Siheduli' ii irii rit a uie d , witii i' a - !o I variations: 

MtM.dav I bur- lav ->:nOa.iii. - l{):0()p. m. 

I.'rjfJav a.m. - S:()fJ p.m. 

Saturday / 'i- - i'- i^*- 

Stindav turn. - lOrOf) j). m. 



Diirnuj; school h'.h dav-, t}i.> iiour-. '\.ill be p(j>tcd the li 



brarv doors. 



Books and other libra'rv iiuit (* r lals , witii a lew exceptions, are loaned 
to l.u ultv members i<;r one -en i»s^'er.. Ihi»^e K»an-> will be renewed at 
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li» n*i all by tia- LUjiMri.tn, 



All books are stibjcct 



Hi'liTtMU f b(u>ks an J i:nii',.»t;i j r u -rJ ud Is ^ an he ^ hcijkr l out ^>V(•rIli^hl. Bound 
pc rioJ ii als L-ari b«» >.hiNki»'i t)at tor ,nu* week. 

B«.oks ior -upplcini'iUarv rivi Juii: iiuty bt* pla>.a»d on ri'siTVi'. I loan period 
on fitMtks ;s twtJ ho^lr^- 'Jurinu the 'Jay and c>verni^bt. Cassettes, records, 

tapi»s, and slidt* nuriuLir mnts may al>o be plat^ ed on reserve. Requests for 
b«)oks to be pla.-ed <in re>erve <ht>uld be --ent to the Reserve Room on tlie print- 
ed t\»riii, supplied bv Uu» library iipt»n request. At tbe Ijetlinnin^ of a semester, 
the reque-^ls .;h(mld re.t. ii the Reserve Room seven days before an assi.t;nment 
is made; durinu the ^en ester iwn days advanee notice is needed, assuming 
that the book i.-^ m lia> libra rv. U is ii*»t rec (»miiuMided to announc e that titles- 
are beinti placed re .erve, btn ciu>V students immediately rush t(j the library 
to v hi*(d< them '-'ut. iKr>r rr.(/re information (ui res(»rve b(a)ks, see the ' Text- 
bo(»k' Ne«> tiori abuv e. ) 

I''u!id> tor puTs base f)oijks tor tbe liljrary's regular collection are a'Uocated 
every year an the b.is i> of haw mueh library support is needed for the under- 
iTTrtfluate and uradtiale c ourses f>tt*ered in different subject fields and what the 
fields are \vhi»ri» tn'w prourams are beiiiu pbmned without adequate library 
support. X(i special .illoc<it loiis are madt* to individual instructors, but their 
participation in the library's acquisition prouram is nujst welccmie. 

Requests for the purv ha^-e borjks ur lor ^ub-^c ri]nions to periodicals sliould 
be sent witii the approval of ilie . hairman (»1 the de])artmerit tlirough the depart- 
ment library eonm.ittee <ir liast>n officer. ' 

Heriodu-al s ui)s i r ij>t u >ns ctre uenerally on a calendar year l^asis. Requests 
for new iiiauazine-. are i oiiMdered when and it' funds are a\ailai3le. 

All requests for inter- 1 bra rv loan^ must tnuform to tlie code adopted by the 
American Library Association. Ba^u-allv, only matc^rials needed for indivi- 
dual researcii bv un uistr'u tor t>r graduate student working on a thesis will be 
rOcjue-^ted frtjm Either liliraries. Mater laU intenrjefj for tlass use arc not 
btj n t'.vfd . (ienerally, libraries refuse to luaii bound periodicals and masters 
or doctoTctl tinv-t's. I '.oiuacl thf h*eference Rcjum to request an uit e r - libra ry 
b'Un, 

Iiidividu.il carrels ic<iv In' i-ed l)y faculty Oicmbers and graduate student.s. 
Ihey are loc<ited near tl.e J'ef.>rence Rt)wm, and a request card may be filled 
out at that des{< . . 



OF KICK no^'Iv'S Vi)U- I KAcniNd KACKM V 

Kach insti-uctor s!n»uld -et a-ide a reualar schedule of office hours during 
whicn he will be available for on ft* rentes witii his students. llu^se hoiirs 
must be advertised ijy jjwstinLi on or near the in.s t riictcj r ' s office door. 
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FINAL KXAMINA I K -'.S 



Final cxanii nal itms aro ht»lcl mi U-smnaU'J 'J<iys <il llic: I'licl of carli semester. 
Kiich final t»\<tii:in<ii ii 'H wll he uivtu al the tiiue schedule'I for it. Only wilh 
the written a|)|)r<is .il ot the Dean of Stij^/hi^nt At*adenu.>' Ser\ i^:es may a niemluT 
of ihe' f.tr iltv 'i-e tlu' lirMl t» \. t n 1 1 iia L lor !iXie f(ir aiiv p'l i rpi other than ad- 



ministering the final i»\<imin<kt ion. Xt> t hit 
tions niay b(» ma If w itiiouL liu' approval of 
Se r s ice > . 



nues in the schedule for examina- 
the ne<in of Student Academie 



(JHADF. K )U IS 

in\\ prov-edure- an* umvI ui ri> or luiiZ ur.ides. • lUn-ause of thi> it ts highly 
iniijortant that all ^r<ide> be turned in i>ef(jre the de<idhne set, as time for 
^process thetii l)eL\seen semesters :s limited <ind the work cannot he start- ^ 
ed lint il a I), j a re n. 

liu' oftu uil ur ide appecir-- on tin; student s urade report issued by the 
Retord^ Offiee. I hi- Ueeords Offie." will'not release advance information 
^onre r niULi ::r<iie- i'\ci-pt to dean> or other <idmmist rat i\ e (iffieers who 
nee^d liie infwrm.it oi. f^r tHiu-elinL: students. 

Fat ultv tr.emln-r- who ss'i-^h t^^ i;r. i* <idv<inee unofficial information reuardinu 
urade«- earned bv -tu'Jent^ in <iny ^'iMne^ter may release tirades to students 
after ih.e ht>ur at wiiiel\ Lzr.r.ii*^ are due m the Records Offici^ by any mean^ 
he thoo-e-. -o hum a> tiu* mellio'l' -pr ot e et tlu* student's privaev. 

A Lir.ide cf [n^on plete iK\ mav not bi* uiven simply beVati-e a student is l<ite 
m ct)mpletinL: woric. but onU wlien oreveiited from compli-nnt; i-^qui renients 
of tl;e ctiur^e beectu^i» "t illness r.r -(ther -mular cause. Uefore nis inu such 
<i ur,ade the f.u.iiltv imui ber ^hnul l ri'ad the detailed statenient in the catalog 
and '^iiould t>i' ,tw<ii*i* d Uii* w I'dun's for m.ikint; uf) nuomplete svork and 
L;ettin:i <i j:r<tde. 

Fin.il L-r.ide- anuoi In- ciianL:«-d \s iUiout obt.urnnu tiie ajjpros-al of the <i})pro- 
pri.tto .t. <i bun . lo<tn, whu ii \s ill i.oi !>e granted unless <i demonstrable 
t'rror i- e-t.ibl i- iied. I he riTjuewL for tho c hange n{ tirade must be in writ- 
uiLl and s rnt ' ' iiC -aijij r p r bit i* .M.ide!!H> dean. 
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VACVIA Y HKNKKMS, Sr:RVIc:KS, KACII.IIIKS 



ouciAM/.ahoxs 

Bviistern has active cliapters of the folhiwin^ or^aru/^atitxis uii ^ anipus. 

The American Assoc iatujn of l^niversity Profcs jio r s , Active iiiLMube rslnj) 
in AA14^ is open to teaclierrf and re.s(»arcli .scliolars lioldinj; faculty status- 
Membership applicati()n ffjrnis uan he obtained from one of the h)cal offi- 
cers, or from tlie nati{)nal offi( e: AAl^l\ 1 Dupont Circle, Suite ^Ot), 
Washington, C. ^0()io/ 

The Illinois Association for I'igher Kducation (lA.HIO) is a special unit of 
the Illinois P^ducation Association (lEA). To join, fill out an application 
(jbtaiped by writing the Kxecutivb Secretary of lAHK, 100 FCast Kdward 
Street, Springfield, Illinois hZ704, 

INSITHAN'CK ' \ ' 

All employees of the l.'niversity working half time or more f(^r six montiis 
or more art; covered by healtli insurance* which is state- paid. Also state- 
paid is lite insurance coverage for half tlie annual salary of the employee. 
This insurance is mandatory and ad min ist red l)y the Illinois Department 
of personnel. 

Employees may, as an option, p»irchase the other half of tiieir annual 
salai»^y coverage in life insurance in the amount (»f $Z,000 for spouse and 
$1 , 000 for children. 

Dependent health - cove rage may be secured from the same company arf tlie 
employee's health insurance, on payroll deducticjn with tliree opti'tjus avail 
able. Ciolden Rule Insurance Com[)any also offers a group j)lan for depend 
ent health- CO ve rage. 

A.n t;ptu/iial term life-insurance* plan is available to all em[)l/)yee.s from 
Northwestern National Life Insurant e c'ompany at a reasonable cost for 
both em|)loyees and dependents. 

Information on any of the above prograiv..: may be obtained by calling the 
Payroll Office. 



RETIRKMKNT SYSTEM 



A new employee will be rt^qnirt**] to pa l*t ii- ip.U t* in Llu\,State T 'ni ve rs ii ics 
Retirement System after thijt^e yenrs of continuous 'ernploynient* You may 
elect to be^in jiart io ipat ion on tbe fir^^t day or after one or two years of t»m- 
ployment by filinli a notice (jf election to participate^ with the University, 
Tbia election must be filed not more tlian tliirty l.iv^ after the first -lay of 
employment if you wish to participate* immedialelv, t>r prior to the en l of 
the first or' second year, if you wisli tci defer participation until such time. 

If you do not elect to participate ))ei»inninti the first day of employment, y^u 
may, at a later fjate, make an additional cont riljution to receive credit for 
this prior period, if yon were a full-time and continuous employee. If you 
were employed less than full-time, you will not bo permitted to make an 
additional payment to receive credit for tht» prior period* 

Applications for membership in the retiremetit system and additional de- 
t3'^ d information niay be obtained from the Vice President for Business 
S ices. 



TAX-,SHEI/r EHKI) ANNirn IKS 

A faculty member may arrange with the Payroll Office and one of seveial.' 
approved companies to have a limited amount of his salary paid montlily 
toward the purchase of nn annuity. The amount so desii^nated is esemfVl 
from federal income tax until it is withdrawn, fires.umably after retire- 
ment. 

Continental Insurance Company, P^rudential Insurance Oom]3any, Massachusetti 
Mutual, Northwestern Mutual, and I IAA-(!ref are the five approved tompanies 
throuuh which faculty members may pundiase annuities. hifornuUion on I L^A- 
Cref may be obtained at the Payroll C)ffice; for info luual i(Ui on the (itht»r fjuir 
companies, the individual must C(jntact the company itself. 

To enroll, the faculty member must comjilete application and deduction cards, 
both of which must be approved by tlie Board of Covernors before the annuitv 
is effective. The first enrollment is i r re\ ru.alile for "iie year. ~ (inee enriUl 
ed, the individual is per.mittt'^d one ciianue per yeai*. 

EDnc:ATI()NAL HENEFU'S 

A faculty n^ember holdmii the rank of instructor, assistant professor, asso- 
ciate professor, professor, esecutive assistant, or a faeiilty assistant, mav 
audit or enroll for creditiin any course for which he has the p re rycpiis it e, 
with enen^ption frj)m tuition and fee^, subject to the followinu reuulations: 
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A faculty iiuMnbi-'r, ur ii fcii tiUy assi.sLant. on .i full i'uuc cunlracl may 
eiirtjll for two < <mi rs cs ih si*ni lirs) in any (MU* U>rin, Miljiccl to jipproval 
by tliu Vice Prijsider)t lor Avadfiinr Affatrs. 

A idciiUy incnibcr on a parl-Lunc contract or' a f.u ulty assi?,lant tMnpl'>y- 
ed-for ot least one-half time may alM) enroll for two coar.se.s sem hr,s) 
in any one term, siibjcvl to tht- -xime .ippr^;\.iL 

Each faculty meniber who wishes to enroll for o^redit in a eourse imist file 
with, his department cliairmau a statement (jutliniim the extent and ^oals of • 
his propo.sed projiram (jf studies. I he depiirtment chairman will forward 
the statement with his re e(j m m e ndat io n to the appropriate dean or; director 
who forwards the request t(j tlie Vice President for Academic Affairs f o r 
final approval. 

In the case of a faculty member with a master's decree?, any credit,'^ wliich 
tie may earn in a department wliieh does not offer a sixtli year program 
may not be included in the one-year of graduate work beyond the master's 
(or .sixty sc^mester liours l)eyond a l)achelor*s) required for tenure and pro- . 
motion to the rank of assistant professor, except when such courses are 
accept;»ble and t ran.s fe r rable t(j an instituticjo offer int; sixtli year or doctoral 
work da part of the approved prcj^ram. Such graduate credits whieli may 
be earned in a departrtient as a part of a [) rog ram. lead ing to a sixtli year 
or doctoral dei;ree iri an appropriate academic discipline may not exceed* 
more than one-half of the eredits in the (Uie-year graduate Work require- 
ment. 



IIEALIH .SEKVIC;P:. ACCIDENI RP:PORr.S 

Tile Health Service will treat accidents and minor injuries whicli occur on 
the job. All employees rec eive, \V\>rkme n 's Compensation; thus if a faculty 
member is injured during working hours, all medical expenses will l)e 
paid by the .state. 

If an accident occurs, the employee should first report to the Health 
Service for medical attention. There he will fill out an acc ide^it- repo rt 
fornu As soon as possible, the person himself or the? H ^alth lie r vic.'e 
.should call the Office of Non- Acadtmiic Personnel, and angther act;4dent- 
report form niui::t l)e completed. All bills should be sent to the OClice of 
Noh- Academic Personnel. . 

Faculty ii i ember. s and their familiL'S may receive .ce i*ta in immunizations 
fur travel from the Health Service, Imt this is the only instanc(? in wlucli 
faculty families can receive medical attention. ^ 

House calls will not l)e made, tjf c<jurse. ^. 
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SKCRK TAKIAI. SKKVI' ;KS 

Each -iepiirtivicnt lias a <. ivil stTviLf siuri^tcirv. LaruiT ^J^pa rtiiuMU ^ .in* sap- 
plifd with a^Mitional < .vil st»rvict» s fL r^t a ria I li<*lp at l or'iiiiii lo tu'fd. If an 
off:t o ni*i»'ls another siu ri'tarv, a sht>rl lU^tt* ol re(|iu»st .should hv si'tU lo llu* 
Vuf Prc-!'li»p.l tt>r A^a-U'inu Affa r-. AlU*r him approval U forxsd rdi'd^i llu» 
Vit t» Prt»Sirh»nt fur A^lniinisl rativi* AUairs. rht» Ol'tuf oi Nun- A^ a'K^n^'U* Persnn- 
lU'l will then stMid Iht* appropriate lorm^ to hi» t tnnjjU'tfd. 

SludiMit help is also availaijU;, suhicc t to luu'd and lo budui'tary linutat ions . 
Each dfparlnuMU has its ou n Ijiid^i't and *.an hirf studiMvt.s, It' a faLMiUy nion'^hfr 
Wiiuld likt» to hire a studiMil worker, iu* should c onsnlt the ciiairnian ol his de- 
partnuMil. If fauds art* availal}le, the department ^.hairnian or the individual 
faenlly nuMiiber may call the Oireetor id Financial Aids, who wilt send qiiali- 
fied persons to be int i> rv i ewed . Ihi- student hiiu'd mast be a tulUtime student 
and liave at least a ^. <)() urade- point averam*. If a faculty nreniber \sislies to 
. hire a student who lias not applied throuj^h P*inancial Aids, it is his responsi- 
bihly to \iTily thai lite student's academic r^landiiu i?^ adequate. The employer 
himsi'lf, rather tl:an Financial Aids, d(u«s tin* hiring. After a student has Ijeen 
setecled, a StjideK.t Kmphiyment Assignment and Aul ho ri /..it ion Form must be 
c<>iii])lft e 1 and si^ru»d by t!ie ti-^cal amuit. 



nrplJCA I AM) PHOI t)c:(.)PVI\r, SKRVICKS 

t).i:jliv-at um Ser\Ufs is hjcated m th.e Student Services r.uildin<^. It offi'rs a 
varietv -f duplu al inu meth.ods (spirit duplicating^, n ame^ ) 'J: r aph uii^ , cHid t^'fsel 
printintZK FimHt'd duplicatniLi -^I'rvicc - are al-o available in Cohunan FalL 



C)FFIi:lAl. ICKS IX [\IK HAS I KRX \K\\ S 

riu* Olticf of ' Iil^.'r^'Mv R f htl ;< u; s tonducts ,i Dro^raii: nf C'n'ficicil Xulues in 
EasttM-ii Xew>- tl-.rouuh llu' pir^hase m f ad \ i* rl i s i ni: spacf. 

Hems !o bf ; tuisideri»d i-.r ouijhcaMoi^ a> CUlic:al Xotu es niav be sui)mitted t« 
tlie (Uficr wf ' !i:ver-itv i* i- h.l , ot^- . I'm* n<!icfs si.Muld l)e l)ru«f ciud dealuilh 
>mn!t';c.tnt iv.tU^'r- i > f ijiteri'-l \'< ti.i* utL i\ r> it v r^yiwu uiiLv. 



MAR I IX I n:KK ;:ix(i. k., '"xi\-hksii\ ' -xiux fa( :im i i ks 

t'r.P>n 1 our-. S ^nictc Limv>U'j!, f- li ■ i r > da v , ,i.m. II : "'a. n. ir.. ; FrrhtV 

-7:n{) a. n.. t. • Fi :( i .1. n ; Sa! u rd.iv . a. ir, . t n 1 i :' »< 1 a . n . . . . 

-kstore. F-'-r- iri--:^:^^ .kit. t'. -:un p.m., \I< .ndcv ih rou-j h TX-idav. Sup- 
plenuMitar\- 'i'm-k rrnu'-t-, r n r .Fi--t'>, bi- h.tiidli-d tf-.ruu-li 'X.e l)( .k ^ L <> re 

manager. 
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Scbedul inu. All hrdtilinij; i*i»f|m» -'t^ loth-tM* t)Ktn ^ las^rouni fac ilil it»s ) ar(» 
haudlfd ihriHiiili ihi* A r ranticriirnt s oCfitt* in tlu» Inum. U(»(}iu»sts I'or nu'ct- 
in^ rooms, i onlV tlmic c» hou?^iim, 'fininu fia*.- ilu u»s , (»ti . shotild he .iddrcssod 
to the Direvtur of A r ran iii»nu» nt s . 

('he; , k C a ^liing Sfr\ f. f,]u'<l<s up • .i i in:iv- la-'iu'd al Hm- wol I'ud ' • 
c)t liu* ni.iin iiall froiii ^00 a.m. to i: io p. m. , Monday thro itih b'ridav. 

Cat'etc r ia I''a».'ilitu'ri , lauudi is served daily Croni 1 \ a.m. to 1:00 p. m". 
(e\c-ept Saturdays), and dinner is served, \londay ihrouuh Ihursday from 
^:0U p.m. to 0:1^ p.m. lliere is a Friday biiffel from •^;0.{) p.m. to 7:00 
j>:. m. (a)ffei» and doiml;nuLs are available weekday mo minus. 

Rec real io n. Iwelve bowling lanes .nid sis In Ilia r 'J tables are tjpen to 
.fac'ilty use. Bowling is f . -^0 a line, pnol -i per iiour. 

PAKKINC; PKKMI I .S 

One can ap[)ly for a parkum [)ermit at the Security Buildinii. T he price is 
currently ^ZO per year. A desiuaated parking lot, as close as pt)ssible to 
tlie faculty momber's place ni' employment, will be assigned. 

MAIL SKRVK'.K - 

The rnivers.ity Mail Servu e, wdnch performs only limited service and • 
does not operate as an official Tnited States post Office, is located in 
the Sf^rvii.e Knterprises Buildinu. 

Because of the heavy volume of university mail, staff members are re- 
quested to have personal mail , 'part icula rly mauazines and packages, 
sent to their home add re s s es . 



CAMPKS MAIL RKGlJLA lTOXS 

^\S. Mail And Crampus Mail Must Be Kept Separate At Pick-up Points 

c:an)pus Mail Should Be Sent In C^RKEX or MAXll.A Envehjpe- 
C)nly And Must Show Full Name And Department of Addressee 

L Intra- f.'am pus Mail 

A. Acceptable Mail 

1. Inter-office comri^unications concerninii university business. 
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•i. rniviT^ily rli^pa rt intMil i r t:ula r s . 

Circulars and ptiblicalionrt .of atitliorizod honorary and pro- 

ti'ssional societies. 
A. P. S. mail to addresses not covered by esta^blished F^ost 
routes. 

^. •' rnstainpi^d t nnfi rnjuiii telegrams delivi*red to I'niversity 
Mail Office by VVi»stern Tnion. 

H. Xi)n- accept ai) I Mail 

1. Material v\bith if stamped would be prohilnled l)y Federal 

Postal Heuulations. ' ^ 

Z. Personal unstaniped mail involving other tlian Tniversity 

bus i.nes s . 
^. I'ersonal yreetinus in l)ulk. 

Literature, circulars or notices originated by non- 

Tniversitv organizations. , , 

•T. Pe rsona I l)ooks , membership recruitment, petitions, 

or money solicitatitjns tKjt authori/.ed i)V I'niversity 

administration. 

I'Uection or campaiun literature. 

7. Items of nuiteruil value. 

8. rtis.tamped (ommercial solicitations. ^ 
r*nstamped advertisements for th(^ sale (j r rental (jf 

•personal or ri*al pr(»perty. 
10. Student ( ourse projeits, 

IL Pnited Stati-s Mail 

1. r.S. "mail - n(Jt stamped - with other than an f^lP 

return address will not be processed l)y tlie Mail ne]>art~ 

mc»nt. > 
Z. Sealed, unstamped P.S, mill with no return address will be 

turned over to the P.S. Post Office for disposition, 
i. f\S. mail connected with researcli projects is to be 

separately bundled and identified as to proper aijencry account 

and cliar^eJ to aiiency account. 
4. r.S. mart IS not to be used for student course projects un- 
! less mail is properly stamped. 

III. CUrc\ilars and Bulk Mailiniis 

1, Mailings of or more identical pieces which are to be proces 
sed through the Pniversity Mail Room is to have an open copy 
of the mailinii attached. 

rKLKPHONK AND fKLPXHlAPH SERVICKS 



University telephones may be used only for university business. 
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Loim distaiu e i all^ for university business should be kept to a iiiiniinaiu. 
All such call's are bi' reported to the !-lt?pa rtnieiit eb.ai rnian, who will bo re- 
sponsible for keeping a list of tiie ealls made, Kaeh n.ontli the dej^a rtnient 
chairman will receive a •> opy •>( the bill f{)r tht» phones m his department. 
Any calls that are listi»d whicli are to i)e paid from a special fund or ai:count 
should be ident • *'it»d. 

Lonu distance per^.onal calls are in violation of State Statutes, If emeruiMU'y 
toll calls arc necessary, tlu* 4)ptM*a,tor sliould be asked to make the tliarue to 
the home telephone. If the iharut^s ajipear on the departmental bill, the 
najiiie of the person niakint;^tiie call sh.ould be indicated on the bill, and p«iy- 
ment for the chariies should be made to the I^usmes^ Office, 

leleuraph service is handled lu tl)e same way as teleplione ualls. 
VHK OV rXIVKHSIlV AriC)MOIULKS 

(*ars are available lu the fai-ulty for official university business r)nlv. A 
ve^hicle- request form must be ccjmpleted and turned in appri>ximately 7Z 
hcxirs hf?for<* tlie car is actually needed, . These forms ; an be obtained 
from the Store Room in tlie Service Knterprises I'juildinn and nuist be re- , 
turned to the sanie d<'partment, complete witii the siunalttrO of the i hair- 
man f>f tht» deT>avtment, 

rhe cars are filled with uas eac h morninu. l iu* departnauit is; v harmed 
$, 1 <i per mile. If a facultv meiiiber will i)e traveling a lonn distance, a 
credit t.ard will i>e issued to him. 



IIOKSIMi: 

Ihe Elousintj Office will assist new faculty members m t>iidinn iumsin^ in 
the community. Stuflents are ^iven preference m rentals for tlie ^'niversity 
Apartments. Ilowevt^r, after all married stiideiits have been aci.'ommodated, 
t'niversity Apartments will l)e rented to fatuity memb(»rs f(; r a limited time. 

If all thesi» .ipa rtm.errts'a re rented and facultv member needs a rofuu for a 
few days while lor)kitiL; for' an .iparlment or a house, he may rent an avail- 
able room in one of tlie residence lialls. 



HKSPOXsnwi.I r V von ^'SK of IW'II.DIXOS AM) KAr.ILI I IFOS 

The various buil liniis and iai ihties of the university are available to -tudent 
iiroups, faculty urf)Up.j, alumni, and otlievs when^-uch ust* does not interfere 
with the inst ructifuial proLZ ram. 

rhe si hi'dulme of tht» use of any i ampus lacility, in< ludm^ food service 
facility, is handled by tiie Directcjr of A r ra nmuii ents , whose fiffice is. in tlie 



University Union. The only exception is ^Ue use hf room by regularly sched- 
liied classes. All scheduling of rooms for classes is approved by the Vice 
President for Academic Affairs, who also determines the hours specific 
academic buildings are open for use by students. 

KEYS ' 

Key Assignment Cards for ob'tainin« keys for buildings and offices may be 
obtained from Central Receiving in the Service Enterprises Building. These 
cards must be signed by the department chairman. 

BULLETIN BOARDS 

Campus bulletin boards which are available for general use n^ay be used only 
with the permission of the Director of Student Activities and Organizations. 
Other bulletin boards are used with the permission of the department or office 
or organization which haji' bqen assigned responsibility for the area. 
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CULTIFRAL, SOCIAL AND RECREATIONAL OPPORTUNITIES 



CLUBS AND ORGANIZATIONS * 

The American Association of University Women consists'of women who have 
graduated from colleges and universities accredited by the association. The 
main purpose c/f the AAUW is to help continue the education of its members, 
through study-groups in literature, ecology, politics, etc. The scholarship 
fund of the AAUW is used to. help women (members and non-members) 
further their education. 

Monthly meetings of the Char leston- Mattoon^ranch oTthe AAUW (including 
meetings of the various study-groups) are announced in the C^oles County 
Times "Courier . i ... 

Faculty Dames is designed for faculty wom'en and wives of faculty members. 
Members may sign up for "interest groups", which include linitting, painting, 
crafts, gourmet cooking, volleyball, phys ical fitnes s , etc. .; 

f 

There are four general -mcetintis a year, announced in the /Eastern News and 
^ the Faculty Campus Newsletter . To become a member, simply attend one 
of. the meetings. 

/ ■ " J 

Phi Delta Kappa is an honorary fraternity in education, presently restricted 
to males (though there is an active lobby to make the organi^'.ation co- educa- 
tional). The basic purpose of the fraternity is to improve and furtli.er edi'ca- 
tion. 

Members meet once a month. Dues are approximately $15. 00 annually 
(w-hich includes the purchase of a monthly journal). A local newsletter 
announces information about meetings and other significant matters. Any- 
one interested in joining Phi Delta Kappa should contact one (jf the officers 
{a list is posted in the Office of the Oirectof of Student Activities and 
Organizations in the, Student Serv ices Building). 

Student Organizations . A list of t)u^ many student organizations i.s available 
from tlie Office of the Director of Student Activities and Organizations, in 
the Student Servici-s Buildinu. Faculty momluM^ usually serve as advii^ors 
to Ihe.^e various u roups anrl may l^e I'nvited to serve as official chaperons 
for soc ial events. / 



MUSIC/* ■ . ' 

Api)ro\iniat(ay l^'S })e rfo rniances a year are usually anncnuucd lu the Faculty 
c:ainpu>^ NewsU^tter. 
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The Music Departn\t»nt fnoourciut'ri tat^iUv participation in inst runu'nial , nr- 
'chestra, and chorus pt» r to riuan*. i»s . Intt- ri»sit»rJ "p^* rsons shoul'l I'all the di»- 
-partnient to schedule an audition. 

The various instruments of thus" 'Jepartinent luav be used only he tcU ultv nuunhe r s 
enrolled in a class wliu h requires pravtu f o]i a particul.ir instrunu'nt. 

The University Board sponsors >pc*. ial uuiTts (appro\in.ately >i\ Ijiiz-nanie 
entertainers are brought to the ^ ainpus eav vear) which* are well ])uhlu i/.ed 
in the E)aste rn Xewv. ♦ 



ART I 

The Paul Turner Sarij.ent Art ( Gallery m Old Main brinus to th.e canipus ex- 
hibitions selected trt)ni various areas of tl;e visual art>. These sho\v> includ** 
paintint»s, k eraiiucs, photoeraphy, scdpture, jewelry, p rint s, ^ text i les a 
collectic)n »s usually on displav for a three week permd. Spevual lectures and 
films relati»d ttj tT.e I'xhibit ion> are sclieduleri from time to linie. 

Faculty members are oifered the opportimitv lo exTabit t)ieir own works in 
'the Sartient Art (ialhM-y. F^u ulty exlubits are held annua llv, an I indiv iduals 
can schedule out* - n:an s iiow . Those irUerr>tvd should iontacl the f'lallery 
Director. 

Usually t\v() or tiiret- iructiot^s an* heM anr. i.illv; both ^-t!Jdent^' and lacultv < an 
participate. One* auction mav be lie Id ui tht* -qua re in -J^^wntow:-! rfia rU'.-^ton, 
the otht^rs are held on i ampu>. 



FILMS . . 

The University P.oard r,r'tt'r> both fre-e a::d h>\v-, ni' >v u'> ' ,'\ r ry 'Acck durinu 
the si hool vear. 

The Eastt?rn Filn. Sf>i icty prer^i?rit> a ^^^*rie^ » it -tandin:! n <3Vi»-^, liv hiding 
foreign, Amer:ian, clas^u, anl »r\pe r iii uuU al iilriis, at ntjnnrial ddn . i> ^ jtui 
prices. Flirt, s arc anntMuu. »«d ;n ihr T'a- iltv :„'^L^^ ' " J' " ^ ^* ^* '^^''^ ''^ 
Eastern TJew^ . 

The Film Soci«'ty also pri'si?nt-« a ^liort filn , iall\ ^f iM-toru al '''>v experi- 
mental smmfitcirue, ea^ h w»*ek durir^Lr the ^t- niotrj^r. Ihe^t- filiT ^ are free 
and are anrif^unt ed on I'lijUetin b^ cird.-^ liear tht- I\njli.->h 1 )»-r,a rt ii .e nt in (;nbMr..iM 
Hall. 

For students and fav ally who wi-, h t^ nro Ju. e an'J d;s. tlieir ' >'a r? f : hi. >^ 

fiisually or Super ^ n a Ihin e r f , fhe Iihi; St>t ;t«ty tiffer- a f i In i ri lak i n j ' 
i»r')Up. InU're-tei pi*r^on-. cau<onfa<t tla- Th'tLrh-ii Depa rlUi'UU . 

t 
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111.* V t? hu lo a i ri'.itiv»» ryaLM/Mu* m!" ^t*rli»iU \\()rk, is [)iil)lished three times 
ar.nuallv. 

Kctrain u, a lilerarv niaua/ine n( abi>iit "Ue inwri red pa lies , is pul)lished onee 
.1 y«*ar it !''.a.-!erii in member- of the Knuli^h Department. It includes oriu-, 
inal short r^tMnes, pi;er.is, drawinu?-, .iiid articles on contemporary litera- 
t'lre .-^ui^nntted l)v writer- from all jver the country. I he ma^a/.ino, start- 
ed in I '" ' , IS urh'pendentlv financed and has a circulation of three hundred 
i.opu»-., A t»py of the maua/. me may be purcliased for one dollar from the 
KnuU^h Department. 

ri.!B:AIKK 

Jhe Department of Theatre Arts sponsors a variety of act iv ities . f^ull- 
lenijth plays and f'lll- leni^th oral inte rpretatitjn proi^rams are presented 
eaidi year a^ public f)e rformances. Katdi week a s tud ent - d i rec ted workshop 
proiiram is pro Jui ed: tiiis activity includes short plays, skits, readings, 
and demonstrations. 

[he c:iiarh*>lon ( 'jmnninity Ihcratre offers several plays during the year, 
and facultv i; tmd)ers <ire actively involve-] ui thesi? productions. , 

KKCHItZA 1 ION 

Howliniz Leagues are of)en to faculty and staff members. One may sign up 
in the Recreation Area of the ''ziiversity Tnion. VM. Ea.stern New%s and the 
Faculty (.ampus Newsl etter carry announcements of the first uame.^ 

Pofil I'ori rname nts , npen to faculty members, are announced in the Eas te r n 
New s ; those interested l an si^^n up in the Recreati(}n Area of the l^niversity 
(Tnion. 

Lant/. Builrjinij; Facilities: Faculty members may check out a locker, lock, 
and towel at the Kquipment Room. Opjuj rtunities for engaging in informal 
recreational activities are provided for faculty and staff members in the 
I.ant/, Physual Education and Recreation Huildmg during the noon-hour 
period on weekday!^ when sch(jol'is in session. Equipment and facilities 
are available for badminton, basketball, fitness* exercises, handball, in- 
door tennis, racquetball, shuf f leboa r d, table tennis, and volleyball. 

A faniily recreation program for faculty aiid university staff is offered on 
weekends (Saturdays froni 7:00 to '*:^0 p.m. and Sundays from 1:00 to 3:00 
p.m. J. A fee of "fib for the r(?gijlar school year of per semeste-p- is 
charged ^'or membership in the weekend program. Fees cover all members 
of the family, eighr yi^ars and older. C'hildren under this age are not per- 
iTiitted use of. tiie facilitic?s becaiise of the ha/.ardrf involved in the building, 
including the swimming |)ool where the minimimi depth is four and one- half 




nu.»nL^> Ifir Uu- itruvi»r-itv t>«- r- 1 .nru»l .nu^ a\<ula:>li» Uut lan il\ tuimhIji- r - -nlv 
l(M7'.pt)rarv i.s.* <>i I.u kcr r.uniis v hUo tlu-v ar<- cvi^a-r l wi .uaiviti.-, Auplu.i- 



I ICKKIS FOR AI lil.KI IC COM I-;s { S 

F.'u nllv nnMrbiT- art» ainulU-l lo l.M.thall <nri .;t nail uMincs at .i n-liui" 

rati*. Irn'rr :s no ihar^i* I<»r titlit-r iit r r. oUruiat ,.,iUi"^ts, 
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